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FRESH INSIGHT COACHING

TOOL: Tome WW"”L Martrix

Quadrant 1. Quadrant 2.
URGENT AND IMPORTANT IMPORTANT BUT NOT URGENT
(FIREFIGHTING - NECESSITY) (QUALITY WORK - INCREASE)
DO NOW PLAN NEXT AND SCHEDULE MORE
Quadrant 3. Quadrant 4.
URGENT BUT NOT IMPORTANT NOT URGENT AND NOT
(DISTRACTIONS - AVOID) IMPORTANT

(TIME WASTING - STOP)

MANAGE AND DELEGATE IGNORE/DUMP
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